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1.  OBIIAS XAPAKTEPMCTHUKA PABOYEI ITPOTPAMMBI
YYEBHOM JUCIHATIJINHBI
OI1.05 TOKYMEHTALIMOHHOE OBECNIEYEHUE YIIPABJIEHUS

1.1. Mecto aucuumiunbl B crpykrype IHHIICC3

Vuebnas npuctuiuinHa «JlOKyMEHTAIIMOHHOE OOECIeUEeHHE YIPaBICHUS
SABJISIETCSL  00S3aTENIbHOM YacThlO0 O00IIENPOPECCHOHAIBHOTO IIHKIIA OCHOBHOM
oOpasoBatenbHON mnporpammbl B cooTBercTBuu ¢ ®I'OC CIIO (ITOOII) mno
cnenuanbHocTh 38.02.03 OnepanmoHHas JeITeIbHOCTh B JIOTUCTHKE.

VYyebnass pucuuiuivHay J{OKyMEHTAallMOHHOE OO€ecCleYeHUe YIpPaBIICHUS
oOecrieurBaeT (QopMupoBaHUuE MNPOGHECCUOHAIBHBIX U OOLIMX KOMIETEHIHUH TI0
Bugam paesteipHocTH DPI'OC 1o crermaibHocT  38.02.03 OmnepanronHas
JESTENbHOCTD B JIOTUCTHUKE.

1.2. Heab 1 nJ1aHUpyeMble pe3yabTAThl 0CBOEHHS M CUMILINHBI

B pesynpraTe u3ydeHUs JUCHUIUIUHBI OOYYarOIIMMMCS OCBaHWBAIOTCS
AIIEMEHTBI KOMIIETEHUUH, (DOPMHUPYIOTCS IMYHOCTHBIE PE3YJIbTaThI:

Kon HaunmeHnoBaHue pe3yJibTaTa 00yYeHUs] U BOCTIMTAHUSA

OK 01. |BeiOupate cmocoObl  pemeHus 3anad  OpoPecCHOHAIBHOW  JeATEIbHOCTH
MPUMEHHUTEIHHO K PA3JIMYHBIM KOHTEKCTAM.

OK 02 |Mcnonb30BaThb COBpEMEHHBIE CpEACTBA IOMCKA, AaHalW3a HHTEpPIpETaluu
uHpopMalMu ¥ UHPOPMAIMOHHbIE TEXHOJOTMM JUI  BBINOJHEHHS  3a/ad
podeCCHOHATLHON eI TSIIEHOCTH

OK 03 [[InaHupoBaTh W pealu30OBBIBATH COOCTBEHHOE NPO(ECCHOHATBHOE M JIMYHOCTHOE
pa3BUTHE, TPEANPUHUMATENBCKYIO JAEATENIHOCTh B INpOo(decCHOHANbHOU cdepe,
MCTOJB30BaTh 3HAHHWA MO ()MHAHCOBOW TIPAaMOTHOCTh B Pa3IMYHBIX JKU3HEHHBIX
CUTYyaLsIX

OK 04. [DddexTuBHO B3aUMOICHCTBOBATH U PabOTaTh B KOJUIEKTHBE M KOMaHJIE

OK 05. (OcymecTBiATh YCTHYIO U MIUCbMEHHYI0 KOMMYHHMKAIIMIO HA TOCY1apCTBEHHOM SI3bIKE
Poccuiickoit denepany ¢ y4eToM OCOOEHHOCTEM COLMAIBHOIO M KYJIbTYpHOTO
KOHTEKCTa

OK 09. [Mcnomp3oBaTh cpenctBa (PU3MYECKOM KyNbTYphl A COXpAaHEHUS] U YKPEIUICHHS
3I0pOBbS B Tpolecce MpOoPecCHOHAIbHOW  JAEATEIBHOCTH U MOJJEpKaHHs
HEOOX0IMMOro YpOBHS (PU3NUECKOI MOATOTOBICHHOCTH

IIK.1.1  |OcyiiecTBasATh CONPOBOXKIEHUE, B TOM YHCJIE JOKYMEHTALlMOHHOE, IPOLEIYpPbI
3aKyIOK

I1K.1.3  |OcymiecTBIsATh JOKYMEHTAIIMOHHOE COMPOBOXKIEHUE CKIIQJACKUX Onepanui

JIP 10.2 |3aboTsimmiicsi 0 COOCTBEHHOM M Uy>KOH 0€30IacCHOCTH, B TOM YHUCIIE [UPPOBOH

JIP 11 [[IposiBisiromuii yBaKE€HHE K SCTETUYECKUM IIEHHOCTSIM, O0JIaJaloIIMid OCHOBAMH
DCTETUYECKOMN KYJIBTYPBI

JIP 13 [IpuHumaronmii ¥ NOHMMAKOIIMKA LEIM M 33Ja4d COLMAIBbHO-3KOHOMHYECKOTO
pa3Butust Camapckod 001acTH, TOTOBbIM padoTaTh Ha UX JOCTHXKEHHE,
CTPEMSIIMICS K TOBBIIICHUIO KOHKYpeHTHocmocoOHoctn Camapckoil o0iacTv B




HAaIlMOHAJIbHOM U MUPOBOM MaciTadax.

JIP 15

CrpeMsAmuiicss K caMOpa3BUTHIO U CaMOCOBEPIIEHCTBOBAHUIO, MOTHBUPOBAHHBIN K
O00y4eHHI0, K COLUaTbHOW M NpodecCHOHATFHOW MOOMIBHOCTH Ha OCHOBE
BBICTPAMBAHUS )KU3HEHHON M TPO(ECCUOHAIBHON TPAeKTOPHUH.

JIeMOHCTPHUPYIOLINI HHTEPEC U CTpeMJIEHHE K NMPO(heCcCHOHAIBHON JesITeIbHOCTH B
COOTBETCTBUM C TPEOOBAHUSAMH COLMAIBHO-I)KOHOMHMUYECKOro pa3Butus Camapckoi
obJacTu.

JIP 18

Cobmoaronuii B cBoei NMpodeCCHOHATBHON JEATEIPHOCTH dTHYSCKUAE MTPUHIIHITHL:
YECTHOCTH, HE3aBUCUMOCTH, MPO(PECCHOHAIBHOTO CKENTHIIM3MA, POTUBOICHCTBHS
KOPPYIIIMA U SKCTPEMH3MY, OOJIAJAIONINil CUCTEMHBIM MBIIIJICHUEM U YMEHHUEM
MPUHUMATD PEUICHHUE B YCIOBHUIX PUCKA U HEONPEACICHHOCTH

JIP 19

['OTOBBIN COOTBETCTBOBATh OKUAAHUAM paboTojaTeneil: MPOEKTHO-MBICIIALIHH,
A(GEKTUBHO B3aUMOJEHCTBYIOMIMKA C WICHAMH KOMAaHABI M COTPYJHHYAIOMIUNA C
NPYTUMH JIFOABMH, OCO3HAHHO BBIMOJHAIOIMN MpodeccuoHanbHble TpeOoBaHUs,
OTBETCTBCHHBI,  IYHKTYaJbHbBIH,  JUCHUIUIMHUPOBAHHBIH,  TPYAOIIOOUBBIA,
KPUTUYECKU MBICIIAIIMM, HALEJICHHBIM Ha JOCTHKEHUE IIOCTABJICHHBIX LIEIIEH;
NEMOHCTPHUPYIONTHI TPO()ECCHOHAIBHYIO KU3HECTOUKOCTh

JIP 20

OTKpPBITHIN K TEKYIIMM U IEPCIIEKTUBHBIM U3MEHEHUSM B MUpPE TpyJa U npodeccuii

JIP 21

CTpemsmumiics K TOBBIIICHUIO YPOBHS caMO00pa30BaHUs, CBOMX JCIIOBBIX KaueCTB,
Mpo¢eCcCHOHATBHBIX HABBIKOB, YMEHUN W 3HAHHWM, TOTOBBIM K OCBOCHHMIO HOBBIX
KOMIIETCHIIMN U K U3MEHEHHUIO YCIIOBUM TPY/a.

ba3oBas yacte

Ymersn:
Kon HaunmenoBanue pe3yJsibraTa 00y4eHUs
V1. OdopMnsaTh TOKYMEHTAIMI0O B COOTBETCTBUM C HOpPMATHBHOW 0a30ii, B T.U.
UCTIONB3Ysl MHPOPMAIIMOHHBIE TEXHOJIOTHH;
V2. YHUGUIUPOBATH CUCTEMBI JIOKYMEHTAIHH
Vy3. OcCyIecTBISITh XpaHEHNE U TOMCK JOKYMEHTOB;
V4. OcCymecTBISITh aBTOMATH3aIUIO 00PaOOTKH JTOKYMEHTOB;
V5. Hcnonp3oBaTh  TEIEKOMMYHUKAIIMOHHBIE  TEXHOJIOTMHM B DJIGKTPOHHOM
JIOKYMEHTO000POTE.
3HaTh:
Kon HaumeHoBaHue pe3yJibTaTa 00y4eHHs
31. [Tonsatue, 1ienu, 3aja4y ¥ TPUHILHUIIBI JEJIOMPOU3BOJICTRA,
32. OcCHOBHBIE OHATHUS JJOKYMEHTAIIMOHHOTO O0ECIICYeHHs yIIPaBICHUS,
33. CucTtembl JOKyMEHTALIMOHHOT0 00ecIIeYeHus] YIPaBJICHHUS;
34. Knaccudukanuio 10KyMeHTOB,
35. TpebGoBaHUS K COCTABICHHUIO ¥ O(DOPMIICHHIO IOKYMEHTOB,;
36. Opranuzanuoo J0KyMEHTOOOOpoTa: mpuemM, o0pabdoTka, perucrpanusi, KOHTPOJIb,
XpaHeHHE JOKYMEHTOB, HOMEHKJIATypa JIe.

BapuarusHas yacte!

27 9acoB UCTONIb3YETCS Ha yBEIMUYECHUE 00beMa BPEMEHU I yriIyOJeHHOTO
(dopMupoBaHusi 3HaHUM U ymeHu#, ycraHoBieHHbIx Bo OI'OC CIIO (ITOOII) no
y4eOHOH TUCLMIUINHE.

YEcnu umeemces. B cayuae omcymemsuu sapuamughoti uacmu, nuwemcs « HE ITPETYCMOTPEHO»
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2. CTPYKTYPA U COAEP)KAHUE YYEBHOM JUCIHUATIJIMHBI

2.1. O0beM yueOHOI IMCUMIIJIMHBI M BU/IBI Y4eOHOH padoThl

Bup yueOHoit padoThI

O0BeM yacoB

O0bem o0pa3oBaTebHOI NPOrpaMMbl Y4eOHOM JHCIUIITHHBI 59
O0bem o0pa3oBaTeIbHOI NPOrpaMMbl BO B3aMMOACHCTBHH € 57
npenogaBaTeieM

B TOM YHUCJIE:

TEOpPETHIECKOE 00yUueHne 17

nabopaTOpHBIC 3aHITHS

HE IPEAYCMOTPEHO

IMPAKTUYCCKHUEC 3aHATHUA

36

KypcoBas pabora (TIpoeKT)

HE TPEyCMOTPEHO

3a4cTa

KOHTpOJIbHAs paboTa 2
Camocmosmenvhas paboma 2
IIpomeskyTounasi arTecTanus B popme 1udhepeHIpOBaHHOTO 2




2.2. TemaTnveckuii JjiaH u coaep:xkanve yueoOnou qucuunanabl OILL.0S JlokyMeHTallMOHHOE 00ecnieuyeHre YIIPABJICHUSA

HanmenoBanue Copnepxanue yueOHOro MmarepuaJia, 1a00paTopHbie H IPaKTHYECKHE O0bem yacoB Yposennb Koab1
pa3/iesioB U TeM padoThbl, caMocToATeIbHASA padoTa o0yyarouxcs, KypcoBasi pador OCBOCHHSl | KOMIIeTeHIIHI,
(mpoekT) (eciau NpeaycMOTPEHBI) ¢popmMupoBanuio
KOTOPBIX
cnoco0cTByeT
3JIeMEeHT
NMPorpamMmbl,
KOJbI
JIMYHOCTHBIX
pe3yJbTaToB
peanu3annu
NPOrpaMmblI
BOCIIUTAHMS
1 2 3 4
Pa3znen 1. Opranuszanus 10KyMeHTO000pPOTa HA NMPeANPUATHH 20
Tema 1.1. Coaep:xkaHue y4eOHOro MmaTepuaJia 4
JdoxymeHT U 1. 3HaueHWEe U COJIep)KaHWE JUCHMUIUIMHBI «JlOKyMEHTAIlMOHHOE IIK.1.1, IIK.1.3,
cucremMa oOecrieyeHue ynpasieHus». [IoHSATHE TEPMUHOB («JIOKYMEHTY, OK 01, OK 02,
JOKYMEHTALMHU «JIOKyMEHTHUPOBAHUE, «TOKYMEHTAIIMOHHOE obecricueHme 2 OK 03, OK 04,
yhOpaBieHUs». YHU(DUKAIMS W CTaHAApTU3alus YIPaBICHYECKUX OK 05, OK 09,
JIOKYMEHTOB. 5 JIP 11, JIP 13,
2. OcHOBHBIE ~ TOHATUS  jAenonpou3BojacTBa.  Kiaccuduxanms JIP 15, JIP 18,
JIOKyMEHTOB opranu3anuu. POyHKUuM AOKyMEHTOB. IloHstne wu JIP 19, JIP 20,
BUbl OJIAHKOB JTOKyMeHTOB. HopMaTHBHO-TIpaBoBOE obecrieueHne 2 JIP 21
JenonpousBojcTBa. [loHsATHE UM cOCTaB PEKBU3UTOB JIOKYMEHTA.
CxeMbl pacnonokeHs] pEKBU3UTOB.
JlabopaTtopHblie padoThI HE HPeyCMOTPEHO
IIpakTHYecKkHe 3aHATHSA 4
1. OdopmiieHre OCHOBHBIX PEKBU3UTOB JOKYMEHTOB Ha popmarte A4. 2 2
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2.

Cocrapnenue katanora HITA nns opranuszanum 10KyMEeHTUPOBAHUS
YIIPaBJICHUS

2

KonTtpoabHbie padora

HE MPETYCMOTPEHO

CamocTrosiTeabHas paﬁoTa oﬁyqaloumxca

HE MPETYCMOTPEHO

Conep:kanue y4yeOHOro MaTepuaJia 2
1. [loHsTHE W TPUHOWIBI OpPraHU3ANMH  JTOKYMEHTOOOOpOTA. [K.1.1, TIK. 1.3,
CoctaB u yuer o00BEeMa JOKYMEHTOOOOpOTa MPEANPHUATHH. OK 01, OK 02,
Opranuzanus paboThl € BXOJSAIICH, UCXOASIICH W BHYTpEHHEH OK 03, OK 04,
nokymeHrtanueil. KoHrponb ucnonHeHus: nokymeHToB. Paborta ¢ 2 OK 05, OK 09,
BHYTPEHHUMH JIOKyMEHTaMH. ba3bl [aHHBIX U1 XpaHEHUs JIP 11, JIP 13,
JIOKYMEHTOB.  3aKOHOJIaTeJIbHBIC aKTbl W HOPMAaTHBHO- JIP 15, JIP 18,
METOAMYECKHE  JOKYMEHTBl [0  apXMBHOMY  XPaHECHMIO JIP 19, JIP 20,
noKymMeHTOB. Pabora ¢ 3anpocamu. JIP 21
Tema 1.2 JlabopaTtopHbie padoThl HE MPEyCMOTPEHO
Opranusauus IIpakTHyeckue 3aHATHSA 8
AIOKYMEHT0060poTa 1. | O6paboTka BXOAAIMX JOKyMeHTOB. OOpaboTka HCXOIAIIUX
Ha NpeanpUsiTHH ' P ™ ' P s 2
JIOKYMEHTOB
2. | CocraBneHue 3arojioBKOB JI€J JUIsl CUCTEMATU3alUK IOKYMEHTOB B 2
Jena.
3. | [IpoBenenue sxkciepTU3bl HEHHOCTU JOKYMEHTOB. 2
4. | Pabota c 3JIeKTpOHHBIMH JJOKYMEHTAMHU. 2
KonTpoJbHbie padoThl 2
1. | KonrponbHas pabota o pasneny «Opranuszanus 2
JIOKYMEHT0000pOTa Ha MPEITPUITUN
CamocrosiTesibHasi padoTa 00y4armmxcst HE MPEyCMOTPEHO
Pasnes 2. Buabl JOKYMEHTOB U NOPSAAOK pad0oThbI ¢ HUMH
Tema 2.1. Copnepxanue yueOHOro marepuajia 4 IIK.1.1, IIK.1.3,
Opramn3anuoHHo- 1. OpraHu3anvoHHbIE JOKYMEHTBI- YCTaB, YUYpPEIUTENIBbHBIE 10TOBOP, OK 01, OK 02,
pacnopsiiuTe/IbHbIe nojioxkeHne.  PacnopsauTenbHple  JOKYMEHTBI -  IpHKa3s, 2 OK 03, OK 04,
AOKYMEHTBI pacropsKeHue, yKa3aHue, IIOCTAHOBJICHUE, pelieHue, OK 05, OK 09,
WHCTPYKIHS, TPOTOKOJ JIP 11, JIP 13,
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2. CrpaBo4HO-MH(POPMAITMOHHBIE JTOKYMEHTBI: CIIy)KeOHasi 3aIlncKa, JIP 15, JIP 18,
O0OBSICHUTEIIbHAS 3aIUCKA aKT, CIIPaBKa, CIIYXEOHBIE TUChMA. 2 JIP 19, JIP 20,
JlabopaTopHblie paGoThI HE MPETYCMOTPEHO P2l
IIpakTHyeckue 3aHATHS 14
1. Cocranenue u ohopmMIeHHE paCTIOPSIKCHUS 2
2. CocTapiieHre 1 0(OPMIICHHE JICJIOBBIX IMHCEM 4
3. OdopMiieHHE CIPABOK, JIOKJIAJTHON M CITy)KeOHOW 3alMCKH, aKTa. 2
4 Odopmienre  cnpaBOYHO-UH(OPMAIIMOHHOM  JOKYMEHTAIUH: 2
OOBSICHUTENIbHAS 3aIHCKa, 3asBJICHHUE.
5 Co3nmanne  0aHkKa  OpPraHU3allMOHHO -  PACHOPSAIUTEIHLHOMN 4
JIOKYMEHTAIlUM BUPTYAJIbHOM OpraHUu3alluu
KonTposbHbie padoThl HE [IPEAYCMOTPEHO
CamocTosiTe/ibHas padoTa 00y4alomuxcs HE MPEyCMOTPEHO
Tema 2.2. Copep:xxkanne y4eOHOro MaTepuasa 4 [K.1.1, TIK.1.3,
Kagposas 1. | JdoxkyMmeHTHpOBaHUE TpPYAOBBIX MpaBooTHOIIEeHUH. CocTaB u OK 01, OK 02,
JAOKYMEHTALM S 0c00eHHOCTH 0(OPMIIEHUS IOKYMEHTOB I10 JINYHOMY COCTAaBY. 2 OK 03, OK 04,
2. KommiektoBanue mnuyHoro nena. AprtobOuorpadus. Pesrome. JO'[§ 1015’ J(I)IE< 1(;9’
3asBneHue o mnpueme Ha paboty. Ilpukassl 1o JMYHOMY 2 ’ ’
cocraBy. llltaTHoe pacnucanue JIP 15, JIP 18,
JIP 19, JIP 20,
JlabopaTopHblie padoThI HE IIPEAYCMOTPEHO 1P 01
IIpakTHYecKHe 3aHATHSA 4
1. OdopmiieHre NpPUKa30B MO JUYHOMY COCTABY 2
2. | OdopmiieHre TpyLOBOrO AOrOBOpa, MpHKa3a O MpueMe Ha paboTy, 2
odopmIiieHHEe TPYTOBON KHUKKHU
KonTposabHbie padoThl HE IIPELYCMOTPEHO
CamocrosiTe/ibHas padoTa 00y4a0IuXCs HE IIPELYCMOTPEHO
Tema 2.3. Copep:xxanmne y4eOHOro MaTepuasa: 3 [K.1.1, TIK. 1.3,
Aorosopno- 1. | Toustust moroBopa. Bujist goroBopoB. O6s3aTeNbHbIE PEKBU3HTHI 5 OK 01, OK 02,
npaBoBasi norosopos. [Ipasuiia 0(opMIIEHHS TOTOBOPOB. OK 03, OK 04,
AOKYMEHTaLNH 2. | IlpaBuma odQopMIEHHS IIPETEH3MOHHBIX muceM. DopMyIsap 1 JoIg {)15 ’)%51%9’

MCKOBOTO 3asBJICHHs, TPEeOOBaHUS K €ro oQOopMIICHHIO.

10




JIOKYMEHTHPOBaHHON MH(popMaIuein».

JlabopaTopHbie padoThI HE MPEAYCMOTPEHO
IIpakTHyeckune 3aHATHSA 6
1. | [lpumeHeHNE 3aKOHOJATETBHBIX AKTOB M HOPMATHBHO- 1
METOAMYECKUX JOKYMEHTOB IO JIOTOBOPHBIM JOKYMEHTaM
2. | OdopmiieHre TOTOBOPaA KYILTU-TTPOJAKH. 2
Odopmienne u 06paboTKa TPETECH3NOHHBIX TTHUCEM. 2
4. | OdopMicHIEC HCKOBOTO 3asBICHHS. 1
KontpoabHbie padoThl HE IIPETyCMOTPEHO
CamocTosiTesibHasi pafoTa 00y4aroLUXCs 2
1. | Co3natb mpe3enTanuio no teme «Pabora ¢ KoHpUIEHINATBHON 2

JIP 15, JIP 18,
JIP 19, JIP 20,
JIP 21

Kypcosoii npoekr (padora)

HE IPEyCMOTPEHO

HpOMe)KyTO"IHaﬂ aTTecranus

2

Bcero:

59

JI7st XapaKTepUCTHKH YPOBHS OCBOCHHS y4eOHOT0 MaTepHaia UCTIOIb3YIOTCS CIeAyIoImue 0003HaYeHNUS:
1. — o3HaKOMUTENBHBIH (y3HaBaHUE paHEee U3YYEHHBIX OOBEKTOB, CBOWCTB);
2. — peNpOAYKTUBHBIHN (BBITOJIHEHUE ESTEIFHOCTH 110 00pa3Iily, HHCTPYKIIUH WM MTOJT PYKOBOJCTBOM)

3. — IPOAYKTUBHBIH (IUIAHUPOBAHHUE U CAMOCTOSITENILHOE BBIIIOJIHEHUE IEATEIbHOCTH, PellIeHHE TPOOIEMHBIX 3aj1a4)
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3. YCJIOBUS PEAJIM3ALIAU ITIPOTPAMMBI YYEBHOM U CIHUILIAHBI

3.1. Jlasa peanu3auMu NPOrpaMMbl y4eOHOW IMCUMIUIMHBI JTOJIKHBI
OBITH MPEAYyCMOTPEHBI CJIeYIOlIHe clelnalbHble OMeIIeHHs

Kabuner «/loKyMEHTanmoOHHOr O obOecrnieueHust YIIPaBICHUSD,
OCHAILIEHHBIN 000pyJI0BaHMEM: JOCKa yueOHas, paboyee MEeCTO MpenogaBaTens,
CTOJIbI, CTYyJbd (IO 4YHCAy OOydYaronuxcsi), TEXHUUYECKUMH CpPEJCTBAMMU:
KOMIIBIOTEp C JOCTYIOM K MHTEpPHET-pecypcaMm, CpEAcTBa BHU3yalu3alluH,
HaIJISIIHBIE TTOCOOUSL.

3.2. UudopmanmnonHoe odecnedyeHUEe peaju3auuu NPporpaMmmbl

Jns peanuzanuu nporpaMmbl  OMOJIMOTEUHBIN (QoHI oOpazoBaTeIbHOMN
OpTraHM3alMM JOJDKEH UMETh TMeYaTHbIC W/UJIU 3JIEKTPOHHBIE 00pa3oBaTeIbHbIC
U uH(OpPMAIMOHHBIE pECypchl HJisi MCIHOJIb30BaHMS B 00pa30BaTEIbLHOM
npouecce. I[lpu dopmupoBanuu OubauoreyHoro ¢oHga oOpa3oBaTEIbLHOMN
OpraHu3alen BbIOMpAeTCcs HE MEHEE OJHOIO U3/IaHUs U3 MEPEUUCIICHHBIX HIDKE
NEYaTHbIX U (WJIK) DJIEKTPOHHBIX M3JaHUM B KauecTBE OCHOBHOI'O, MPH 3TOM
CIHCOK MOXKET OBITh JOMOJHEH APYTUMHU U3AaHUSIMH.

3.2.1. OcHOBHBIE MeYaTHbIE U JIEKTPOHHbIE U3IaHUSI

1. TI'poszora, O. C. [enonpou3BoACTBO : yueOHOE MOCOOHE IS CPEITHETO
npodeccuonaibroro oopasosanus / O. C. I'pozoBa. — Mocksa : M31aTenscTBO
FOpaiit, 2021. —126 c. — (IIpodeccronansuoe odpazoBanne). — ISBN 978-5-
534-08211-1. — Tekcr : anekTpoHHbIM // O6pa3oBaTenbHas miatdopma Opaiit
[caiiT]. — URL.: https://urait.ru/bcode/472842.

2. JloxymenTtanmonHoe oOecreuenue ympasieHus. CocTaBleHHE U
oopmiieHre IenoBBIX JOKYMEHTOB : yaeOHoe mocobue st CIIO / cocraBurenu
E. 1. bammakoBa. — CaparoB, Mocksa : [IpodobpazoBanue, Ait [Tu Ap Menua,
2021. — 144 c. — ISBN 978-5-4488-1080-0, 978-5-4497- 0964-6. — Tekcr :
AJIEKTPOHHBIN // DIEKTPOHHBIN pecypc ndpoBoit obpazoBarenbHoii cpenbl CI10
PROFo0pa3oBanue : [caiit]. — URL: https://profspo.ru/books/103343

— Jloponuna JI. A. JlokyMeHTallMOHHOE OOECTIeYeHHE YIPABICHUS :
y4eOHUK U MPAKTUKYM JJIsI CPEIHETo mpodecCuoHaIbHOro oopazoBanus / JI. A.
Hoponuna, B. C. Uputukosa. - Mocksa : U3narensctBo FOpaiit, 2021. — 233 c.
— (ITpodeccrnonanpHoe oopazoanue). — ISBN 978-5-534-05783-6. — Tekcr :
anekTpoHHblt // OOpa3zoBarenbhHas mnatdopma IOpaitt [caiit]. — URL:
https://urait.ru/bcode/473802

3. Kopuees, 1. K. JlokyMeHTanmoHHOE OOECIIC€UEHUE YIPABICHHUS
y4EOHHK M MPAKTUKYM JUISI CpelHETo npodeccruoHanbHoro oopasosanus / U. K.
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https://urait.ru/bcode/472842./

Kopuees, A. B. Ilmenko, B. A. Mamypue. — 2-¢ uzj., nepepad. u Jon. —

MockBa : HzmarenbctBo IOpaiit, 2021. — 384 c¢. — (IlpodeccruonanpHoe
obOpazoBanue). — ISBN 978-5-534-05022-6. — Tekcr : 2JIeKTpOHHBIA //
OGpazoBatenbHas miatdopma Opaiit [caift]. — URL:

https://urait.ru/bcode/472550

4. Kyszueuo, M. H. JlokyMeHTallMOHHOE OOECHEUEHHUE YIPABICHUS.
JIOKyMEHTOOOOPOT U JEIONPOU3BOACTBO : YUEOHUK U MPAKTUKYM ISl CPETHETrO
npodeccuonansHoro oopazoanus / M. H. Ky3nenos. — 3-e uzn., nepepad. u
non. — MockBa : HWzmarensctBo IOpaiir, 2021. — 462 c. —
(ITpopeccuonansuoe obpazoBanme). — ISBN 978-5-534-04604-5. — Tekcr
anekTpoHHbI // OOpazoBarenbHast mnargopma FOpaiit [caiit]. — URL:
https://urait.ru/bcode/470020

5. Kysnenona, 1. B. JlokymeHnTanmonHoe oOecrieueHue YNpaBICHUS :
yaebnoe mocodue mist CITIO / U. B. Ky3nernosa, I'. A. XauaTpsH. — 2-¢ u3g. —
Caparos : [IpodoOpazoBanue, Ait [1Tu Op Menua, 2019. — 166 ¢c. — ISBN
978-5-4486-0404-1, 978-5-4488-0216-4. — Tekcr

3.2.2. JlonoiHUTEIbHbI€ HCTOYHUKH

1. Koncturynusa Poccuiickoit @eneparmn

2. T'paxnanckuii komekc Poccuiickoir ®denmeparum, 4. 1, 2, 3, 4 (B
JeNCTBYIONIEH peaKIIug)

3. Tpynosoit kogekc Poccuiickoit ®eneparuu ot 30 nexadbps 2001 r. N
197-®3 (TK P®) (B neiicTByroIIeH peIaKIIim)

3.2.3. UHTepHeT-pecypcehl:

1. DnekTpoHHO-OMONHMOTEUHAs cucTeMa Znanium [DJIEKTpOHHBIN pecypc].
— Pexxum nmocryma: https://znanium.com/

2. http://base.garant.ru/ - cipaBouHo-1IpaBoBas cucreMa ['apaHT

3. _http://www.delcomp.ru/010_2.html - [IenonpousBoacTBo

4. http://www.delowork.ru/ - Jleionpon3BoacTBo

5. http://working-papers.ru/ -  Jlenonpou3BOACTBO ©  DJIEKTPOHHBIH
JOKYMEHTO0OO0pPOT.

3.300u1ue TpeOOBaAHNS K OPraHU3ANNH 00pa30BaTEJILHOI0 Mpoliecca

VuyeOnas  gucummumHa — OILOS  JlokymeHTanmoHHOe — oOecrieueHHe
yIpaBICHUS SABISETCS 0053aTE€IbHOM YacThiO OOIIENPOPECCHOHAIBHOIO IUKJIIA
OCHOBHOHM o0Opa3zoBaTenbHOM mporpammbel B cooTBerctBuu ¢ ®I'OC CIIO mno
CHEUATBHOCTH.
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Peanuzanys KOMIIETEHTHOCTHOTO TMOJXO0JIa NPEAyCMAaTPUBAET IIUPOKOE
UCIIOJIb30BaHUE B Yy4E€OHOM TIPOIIECCE AKTHUBHBIX M HWHTEPAKTUBHBIX (hopm
MPOBECHUS 3aHATUN (KOMIIBIOTEPHBIX CHUMYJISAIMM, JIETOBBIX W POJIEBBIX HWIP,
pa3bop KOHKPETHBIX CHUTyallMi, TPEHHHTH) B COYETAHUU C BHEAYIUTOPHOU
paboroii ¢ 1nenpl0 (GOPMHUPOBAHMS W Pa3BUTHS  OOIIMX  KOMIIETECHIIMH,
poQeCCHOHATLHBIX HABBIKOB 00 YYaIOIINXCS.

OOpazoBaTenbHast JACSITENIBHOCTh B (OpME TMPAKTHUECKON TOATOTOBKHU
peanu3yercs Npu MPOBEACHUH MPAKTUUECKUX 3aHSATUH.

OcBoennto nporpammbl yueOHoit gucuuminabl OI1.04 JlokymeHTalluOHHOE
oOecrieyeHne yIpaBIICHUS JTOJIKHO NpeIIeCTBOBATh U3Yy4YCHHE
obmeoOpasoBarensHoi yueOHoM nuctuminabl OJ]. 01 Pycckuii s3bik.

3aHATUS TPOBOAATCS B KaOuHeTe «JloKyMEeHTAIlMOHHOTO o0ecreueHus
yHOpaBJICHUS», MPU HEOOXOIUMOCTH OKa3bIBAIOTCS KOHCYJIbTAIMUM TI0 OCBOCHUIO
IPOrpaMMBl.

B xome nmnpenopaBaHus — y4yeOHOM — JUCIHUIUIMHBI  OCYIIECTBIISIOTCS
MEXTUCIUTLTUHAPHBIC CBSI3U c y4eOHBIMU JTUCUUTUTMHAMUA
obmenpodeccuonanpbHoro 1wmkina- OIL.09 Menemxment, OIL.11 IlpaBoBoe
oOecnieueHre MpoQpeccuoHaIbHON AesTeTbHOCTH.

3.4 KaapoBoe obecnieueHne 00pa3oBaTeIbHOTO Mpolecca

Peanu3zanus o0pa3oBaTenbHOI MIPOTrPAMMBI obecrnieunBaeTcs
NeAarornieckuMu  paOOTHHUKAMU 00pa3oBaTENbHON OpraHu3alid, a TaKkKe
JUIAMU, TPHUBJIEKAEMbIMU K peaju3aldd 00pa3oBaTENbHOW MpPOrpaMMbl Ha
YCIOBUSIX TPAXKIAHCKO-TIPAaBOBOI'O  JIOTOBOpAa, B TOM YHUCJIE U3 YHCIA
pykoBonuTenell W pabOTHUKOB OpraHW3alluii, HalpaBiIEHUE JEATEIbHOCTU
KOTOPBIX COOTBETCTBYET 00siacTu npodeccuoHanbHOM aesTenbHocTn 08 duHaHCH
¥ DKOHOMHKA, UMEIOIINX CTa)X padOoThl B TaHHOW MpodhecCUOHATBHOM 00J1acT He
MeHee 3 JeT.

KBanmudukamms MeJaroruuecKux pabOTHUKOB o0pa3oBaTeIbHOM
OpraHu3aluy J0KHA OTBEUaTh KBaIU(UKAIIMOHHBIM TPEeOOBaHUSAM, yKa3aHHBIM
B KBAIM(UKANMOHHBIX CIPABOYHUKAX U (MIM) TpodheCCHOHATBHBIX CTaHIapTax
(Ipu HAJTMYUH).

[lenarornueckue pabOTHHUKH, IPHUBJIEKAEMbIE K peanuzanuu
o0pa3oBaTeIbHOW  MPOTrpaMMBbl,  JIOJDKHBI ~ TOJy4YaTh  JIOMOJIHUTEIbHOE
npodeccroHanbHOe 00pa30BaHUE MO MpPOrpaMMaM MOBBIIICHHUS KBalu(UKaluu, B
TOM 4mciie B (GOpME CTAKUPOBKA B OpPraHU3AIMSX, HAIMPaBICHUE ICATEIHHOCTH
KOTOPBIX COOTBETCTBYET 00sactu nmpodeccruoHanbHoi AestenbHocTd 08 duHaHCHI
Y SKOHOMHKA, HE PEXE OJIHOTO pa3a B TPU rojia C yYETOM PACUIUPEHHs CIEKTpa

npo¢eCCHOHATBLHBIX KOMITCTCHITUH.
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4. KOHTPOJIb M OLIEHKA PE3YJIBTATOB OCBOEHMSI YYEBHOI
JTUCHUTINHBI

Pe3yabTaTnl 00y4yeHus

Kpurepun onenkn

MeTtoanl oieHKH

Ilepeuenv 3Hanuil, 0c6aAUBAEMBIX 8 PAMKAX
OUCYUNTUHDL:
HOHATHE, TSI, 331a4d U TPHHIMITBI
JIeTIOTPOU3BO/ICTRA;
OCHOBHBIC TIOHATHS JIOKYMEHTAI[HOHHOTO
obecriedeHus ynpaBlIcHuUS,
CHCTEMBI IOKYMEHTAIIHOHHOTO
oOecrieueHusl yrpaBieHUs;
KJIaccU(hUKALUIO TOKYMEHTOB;

JIEMOHCTPUPYET 3HAHHE
OCHOBHEBIX TTOHSITHM,
NPUMEHSEMBIX IIPU
OpraHu3aluu
JOKYMEHTOO0O0pOTa Ha
MIPEIIPUSATHH;
JNEMOHCTPUPYET 3HAHUE
LIeJIEH, 3a1a4 U IIPUHIUIIOB
JIeTIONPOU3BO/ICTBA;

YcrHblii onpoc.

TectupoBanue.
TpeOOBaHUS K COCTABJICHHUIO U JEMOHCTPUPYET 3HAHUE KoHTpObHbIE
0(pOPMIICHHIO TOKYMEHTOB; CUCTEMBI PAGOTEL
OpraHu3aIuro IIOKyMeHTOO60pOTaI AOKYMEHTAIIUOHHOT'O TpoBepouibie
npreM, 00paboTKa, perucTparus, o0ecreueHys yrpaBlIeHUs; paGOTEL
KOHTPOJIb, XpaHEHUE JTOKYMEHTOB, JEMOHCTPUPYET 3HAHUE Onerka
HOMEHKJIaTypa Jien KJaccupuKaluu ) ST
JIOKYMEHTOB, TpeOOBaHUH K
COCTABIICHIIO 1 MPaKTUYECKOTO
0(OPMIICHUIO IOKYMEHTOB; a/laHus.
JIEMOHCTPHUPYET 3HAHHE
OpraHu3aluu
JOKYMEHTOO00pOTa: MPUEM,
00paboTKa, perucrpans,
KOHTPOJIb, XpaHEHHE
JIOKyMEHTOB, HOMEHKJIaTypa
Jient
Ilepeuens ymenuti, oceausaemuvlx 6 pamkax | JIeMOHCTpUPYET yMeHHE
OUCYUNTUHBL: OdopMIsTh TOKYMEHTAITUIO
0(hOpPMIIATH JOKYMEHTALIUIO B B COOTBETCTBHH C OKcrepTHOE
COOTBETCTBUU C HOPMATUBHOM 0a30H, B HOPMATUBHOM 0a30i, B T.4. HaOJII0IEHUE 1
T.4. UCTIOJIB3YS1 HH(POPMAITHOHHBIE HCIIONB3YS OIlCHMBAHHC
TEXHOJIOTHH; MH(POPMALOHHBIC BBITIOJIHEHUS
YHUPHUITUPOBATH CUCTEMBI IOKYMEHTAIINH; TEXHOJIOT U, MHAUBUAYAJIbHBIX
OCYILICCTBILATh XPAHCHUC U ITOXUCK JEMOHCTPUPYET yYMEHHUE u prHHOIEBIX
AOKYMEHTOB, YHU(ULIUPOBATH  CUCTEMBI 3aaHunH.
OCYLIECTBJIAITh aBTOMAaTHU3aLIUIO JIOKYMEHTAIUH; Ouenka
00paboTKH TOKYMEHTOB; JIEMOHCTPHPYET yMeHHe pe3ynbTaTa
HMCIIOJIB30BaTh TCIICKOMM YHHUKAIIMOHHBIC OCYIIECTBIISITh XpPaHEHUE U BbINTOJIHCHHUA
TEXHOJIOTHH B 3JICKTPOHHOM TTOHCK JOKYMCHTOB; MPAKTHYECKHUX
JIOKYMEHTOOOO0POTE. JIEMOHCTPHPYET yMEHHe pabor.
OCYIIECTBIISATh Texymnit
aBTOMATH3AIHI0 00pabOTKH KOHTPOJIb B
JIOKYMEHTOB; (opme
JIEMOHCTPUPYET yYMEHHE cobeceoBaHm,
HCIIOJIB30BaTh pCIICHHA
TENCKOMMYHHUKAIMOHHBIE CHTyallHOHHBIX
3a/1a4.

TCXHOJIOTMHU B 3JICKTPOHHOM
I[OKYMCHTOOGOPOTC
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IMPUJIO’)KEHUE 1

IJIAHUPOBAHUE YYEBHBIX 3AHATHIA C UCIIOJIb30BAHUEM AKTUBHBIX U
HUHTEPAKTHUBHbBIX ®OPM U METOJ0B OBYYEHUA CTYAEHTOB

Ne | Tema yueOnsbix 3ausituii | Koa-Bo AKTHBHBIE " Kon
n/n 4YacoB | MHTEePAKTHUBHBbIE (OPMBI U ¢GopMupyembIx
MeTO/Ibl 00yUYeHusl KOMIIE€TEHIH I
1. | Opranuzamus 2 [Ipo6nemuo-anamurtnuecknii, | [IK.1.1, TIK.1.3,
JIOKyMEHTO000O0pOoTa Ha UKT OK 01, OK 02,
PEINPUITHH. OK 03, OK 04,
OK 05, OK 09
2. | KagpoBast nokymeHTamus 2 [TpoGaeMHO-aHATUTHYECKHH, TK.1.1, TIK.1.3,
UKT, rpynnosas padota, OK 01. OK 02
KPUTHYECKUI aHaIN3 OK 03: OK 0 4:
PE3YIBTATOB NIEATEIHLHOCTH OK 05, OK 09
3. | JoroBopHo-TipaBoBast 2 OBpucTtryeckas decena, IK.1.1, IIK.1.3,
JTOKyMEHTaLus rpynnosas pabora, OK 01, OK 02,
OK 03, OK 04,
OK 05, OK 09
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JUCT UBSMEHEHUI U TONMOJHEHU, BHECEHHBIX
B PABOYYIO IPOI'PAMMY

Ne HU3MCHCHHUA, JaTa BHCCCHHA USMCHCHUAA, Ne CTpaHUIIbl C ©BMCHCHHUCM;

BbLJIO CTAJIO

OcHoBaHHE:

HOI{HI/ICL JIM1a BHECHICTO UI3MCHCHUA

17




		2024-04-24T10:28:52+0400
	ГБПОУ ТСЭК




